How to use: replace every highlighted [bracket] with your details, then delete this note and the checklist at the bottom.
Date: [DD Month YYYY]
To: [Manager's name, designation]
Cc: [HR manager's name]
Subject: Earned Leave Request, [start date] to [end date]

Dear [Mr./Ms. Surname],
I request [X] days of earned leave from [start date] to [end date] and will return on [return date]. My current earned leave balance is [X] days.
I have shared a handover note with [Colleague's name] covering [projects and deadlines]. My leave address is [address], and my phone number is [phone number].
Please approve my leave.
Sincerely,
[Name, Designation, Employee ID]
Before you send (delete this section)
1. State your earned leave balance so HR can check it against their record.
1. Discuss long leave with your manager before you send the written request.
1. Apply one to two weeks ahead and attach your handover note.
